Supriya. P








E mail: unni.supriya@gmail.com

Working as Administrative Officer in the Cochin Customs Brokers’ Association, Cochin (Joined during December 2017)
Current responsibilities,

Overall Management of the Association office & Documentation Centre (Reporting to Hon. Secretary)
Office correspondence

Organising / Conducting fortnightly Managing Committee meetings & meetings with other stakeholders on trade related issues
Organising Workshops, webinars, Seminars, training programmes, etc. 

Liaison with other Govt. organisations – Customs, Cochin Port Trust, Registration Dept., PF, etc.
i) Preparation of Memorandum, representations, etc. related to trade related issues
ii) Printing of publicity materials – Members Directory, publicity brochures, 
    posters, leaflets, etc.
iii) proof reading

iv) voracious reader of English & Malayalam literature, encompassing multiple jeners.

Personal data
Date of Birth 


:
 20.01.1970

Qualifications 


: 1.
MBA (HR) 





 
  2.    MA Public Admn.





  3.    PG Diploma in Personnel Management
ADDITIONAL QUALIFICATIONS & WORK EXPERIENCE

Diploma in Secretarial Practice 
: New Delhi YMCA

English Typewriting (Higher)
:  Govt. of Kerala 
Proficiency in MS word, Excel, Powerpoint, etc.

Languages known


:  Competent to read, write and speak in Malayalam,  

                                             English & Hindi 
